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Meets the immediate needs of enterprises for 

the automatic management of human resources
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供应商

1.  Recruitment

Resume 
Screening

Qualified 
Candidates

Interviewe       Matched            Not Yet
                                                Scheduled

Real-time Results Tracking

Interview

Scheduled Not Matched
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Employment
Information Mgmt

Leave Mgmt

Confilict
Interest Mgmt

Complaint Mgmt Compensation &
Position Change Mgmt

Family
Information Mgmt

Incident &
Accident Mgmt

2.  Employee Record



工资条

Group                   Employee Name           Employee ID                 Base Salary           Overtime Wage           Commission

Amylo

Jeniferlee

Ericbrown

Andywong

Daizychen

Danielchen

DannyCarter

Jellywen

Billywalker

Rebeccahall

0.00

1,264.37

0.00

0.00

0.00

0.00

662.07

620.69

380.69

65.52

WS3721001

WS3721026

WS3721048

WS3721023

WS3721068

WS3721045

WS3721086

WS3721063

WS3721035

WS3721031

3,200.00

1,300.00

2,500.00

2,800.00

1,100.00

1,800.00

800.00

1,200.00

 - 

 - 

10,820.00

5,500.00

11,110.00

11,800.00

4,800.00

6,400.00

4,800.00

6,000.00

5,520.00

5,700.00

MPF Contributions
 (Employee)

541.00

275.00

555.50

590.00

0.00

320.00

0.00

300.00

276.00

285.00

基本信息    审计跟踪记录

HK SAR:2010-11-01 六 ~ 2010-11-30 二

基本信息

 行政区域:HK SAR
 周期:2010-11-01 六 ~ 2010-11-30 二
 货币:人民币
 状态:

Excel | 重新计算

未发放

销售部

销售部

销售部

销售部

销售部

销售部

销售部

销售部

市场部

市场部

Payroll Slip

工资条

Group                    Employee Name            Employee ID             Base Salary              Overtime Wage           Commission

Amylo

Jeniferlee

Ericbrown

Andywong

Daizychen

Danielchen

DannyCarter

Jellywen

Billywalker

Rebeccahall

0.00

1,264.37

0.00

0.00

0.00

0.00

662.07

620.69

380.69

65.52

WS3721001

WS3721026

WS3721048

WS3721023

WS3721068

WS3721045

WS3721086

WS3721063

WS3721035

WS3721031

3,200.00

1,300.00

2,500.00

2,800.00

1,100.00

1,800.00

800.00

1,200.00

 - 

 - 

10,820.00

5,500.00

11,110.00

11,800.00

4,800.00

6,400.00

4,800.00

6,000.00

5,520.00

5,700.00

MPF Contributions
 (Employee)

541.00

275.00

555.50

590.00

0.00

320.00

0.00

300.00

276.00

285.00

Microsoft Excel 
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文件 编辑 视图 插入 格式 工具 数据 窗口 帮助

中国大陆:2010-11-01 六 ~ 2010-11-30 二

基本信息

 行政区域:HK SAR
 周期:2010-11-01 六 ~ 2010-11-30 二

 货币:人民币

 状态: 发放未发放

销售部

销售部

销售部

销售部

销售部

销售部

销售部

销售部

市场部

市场部

Bank File Feed

开发部

开发部

开发部

开发部

开发部

销售部

人力资源部

人力资源部

市场部

客服中心

部门             姓名        员工编码     津贴       事病旷扣    应付合计
 养老保险
个人部分

失业保险
个人部分

医疗保险
个人部分

住房公积金
个人部分

个人所得税 代扣合计 实际支付基本工资 加班工资 

WS3721029

WS3721032

WS3721091

23366001

23660092

22366004

23466005

22366012

24465130

23662017

12,000.00

8,000.00

6,500.00

5,500.00

5,500.00

4,200.00

5,000.00

3,500.00

5,400.00

4,000.00

0.00

300.00

300.00

0.00

0.00

250.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

919.54

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

12,551.72

7,380.46

6,800.00

5,500.00

5,500.00

4,450.00

5,000.00

3,500.00

5,400.00

4,000.00

117.76

117.76

117.76

117.76

117.76

117.76

117.76

117.76

117.76

117.76

0.86

0.86

0.86

0.86

0.86

0.86

0.86

0.86

0.86

0.86

45.36

45.36

45.36

45.36

45.36

45.36

45.36

45.36

45.36

45.36

250.00

250.00

250.00

250.00

250.00

250.00

250.00

250.00

250.00

250.00

1,652.55

618.30

532.90

337.90

337.90

180.40

262.90

83.60

322.90

112.90

2,066.53

1,032.28

946.88

751.88

751.88

594.38

676.88

497.58

736.88

526.88

10,485.20

6,348.18

5,853.12

4,748.12

4,748.12

3,855.62

4,323.12

3,002.42

4,663.12

3,473.12

Amylo

Jeniferlee

Ericbrown

Andywong

Daizychen

Danielchen

DannyCarter

Jellywen

BillyWalker

Rebeccahall

基本信息 审计跟踪记录

工资条

中国大陆:2011-01-01 六 ~ 2011-01-31 一

基本信息

 行政区域:中国大陆
 周期:2011-01-01 Sa ~ 2011-01-31 M
 货币:人民币
 状态:

计跟踪记录

Excel | 重新计算

未发放

Employee Account
HK SAR

名称                      代号           条目类型           值类型

Group

Employee Name

Employee ID

Base Salary

Attendance Hrs

Overtime Wage

Commission

Employment period

MPF Contributions(Employee)

A

B

C

D

F

G

J

K

L

是

是

是

是

否

是

是

否

是

Wages

Wages

Wages

Wages

Wages

Wages

Wages

Wages

Wages

Active

Active

Active

Active

Active

Active

Active

Active

Active

显示在工资条中

系统对象

系统对象

系统对象

系统对象

系统对象

计算

在工资条中输入

系统对象

计算

状态

 工资发放 | 设置

共9个工资单条目

Payroll Items

Payroll
Reports
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4.  Attendance & Utilization

3.  Compensation & Payroll



5.  Skill & Training Management

Define fields 
& forms

InterestsSkills

Sports

Management

Project Management: Years
年

Finance Management: Years
年

Administration Management: Years
年

Customer Service

Call Center Experience: 年

Having VIP Service 
Experience:

Foreign Language

Japanese

German

English French

Spanish

Others

Music

Please
Choose:

Very Interested

Interested

Uninterested

Dislike

Other Interests

Please Specify:

Badminton

Basketball

Swimming

Table Tennis

Soccer

Others

Years

Yes No

6
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6.  Performance Management

7

1

Set up the objective
& measurement

Develop the performance
assessment plan

2

Select the appropriate
objective & measurement

3
A

B

Execute the 
measurement

Automatically
compute the

scores

3a

3b

Scoring

Sconing
or not ?

a1 a2 a3
scors:

8.2

scors:
7.5

Automatically
track

the results

b2

Yes

No

4

b1

Specify the
scoring rules

Set up the
target &
weight

Not Scoring
Set up the
target &
weight

Track the appraisal results & other feedbacks
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7.  Leave

Vaction Maternity Personal
Day

Floating
Holiday SicknessDisability
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Health
Medical

LifeESP

Dental

Vision

DisabilityRetirement

8.  Benefit Plan
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9.  Employee Self Services

employee A



 HCM Feature List
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Feature DescripƟon

Allow to define and update mulƟ-level org chart with detailed info for each organizaƟon.

Allow to view the org chart by different reporƟng lines (e.g., Country, Line of Business, Finance, IT).

Allow to dril l down to department, sub-departmentand employee infodetails.

Allow user-defined employment types.

Allow user-defined corporate levels and Ɵtles

Allow to view exisƟng head count by group and by Ɵtle.

Auto summarize future head count needs based on project plans by group and by Ɵtle.

Auto determine addiƟonal head count needs by group and by Ɵtle.

Support single and mulƟple head count job requisiƟon.

Support requisiƟon request and approval workflow.

Full real-Ɵme traceability of Needs, Applicants, Interviews, Offers, Acceptance, RejecƟons and On-boards.

Auto alert and escalaƟon for not meeƟng required date.

Jobs will be automaƟcally posted on the recruitment website if the posƟng checkbox is checked in the
requisiƟon.

Allow the candidate to visit the recruitment website to create login, view job posƟng and create/update CV and
apply for posiƟon.

All candidate CV on the recruitment website will be automaƟcally enteredinto CVMaster in real-Ɵme.

HR staff and hiring managers can screen CV from the CVMaster.

SophisƟcatedsearch criteria are provided to help managers to filter andmatch CV with the posiƟons.

Allow to arrange single or mulƟple rounds of interviews.

Allow to assign different roles to interviewers for an interview.

Each interviewer will be able to view the scheduled interviews in her working calendar, proceed to the interview
according to the schedule, provide assessment write-up and parƟcipate in the interviewer discussions.

Record all assessment and final decision info.

Background Check Allow to set-up necessary checks such as educaƟon verificaƟon, previous employment verificaƟon, criminal
record, reference check and physical check-up and assign a responsible personfor each check.

Allow to set-up compensaƟons and benefits, get approval, send out offer leƩer and track acceptance/rejecƟon
and onboard status on line.

Allow to set up post for the new employee aŌer the candidate accepts the offer.

Allow to auto generate the employee record from candidate and offer info.

Recruitment AcƟvity Tracking
Allow to track the progress for each job requisiƟon including the number of openings, the number of applicants,
the number of interviews, the number of offers made, the number of offers accepted and the numbers of new
employees on-board.

Staff Planning

Org Chart

Employment Type, Level and Title

OrganizaƟon and Staff Planning

Recruitment Mgmt

Job RequisiƟon Mgmt

Web Job PosƟng& ApplicaƟon

CVMaster

Interview

Making Offer
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Allow to specify total recruitment agency fee amount and total interview expense amount each job requisiƟon.

Allow to record all interview trip request, expense advance and expense reports.

Allow to track agency fees and expense report amounts against the total amounts allowed in each requisiƟon.

Employee Basic Info

Support recording and updaƟng the comprehensive employment info, including: posiƟons, contact info, skil ls,
personal org chart, verificaƟons, references, posiƟon change records, performances, compensaƟon change
records, labour contracts etc.
AƩachments of different types of documents such asprofessional l icenses and permits are also allowed.

Employee Family Info Able to record and manage the family info of the employees.

Incident & Accident Support defining the incident and accident types, and recording detailed info of each incident (e.g., sexual
harassment) and accident (e.g., work injury).

Allow to record and update employee’s posiƟon change.

Allow to link the performance appraisal that affects posiƟon change.

Conflict of Interest Allow to record the employees’ internal or external conflicts of interest and the potenƟal impacts.

Support batch import and update of massive employee records.

Support export of employee info to Excel or PDF.

Allow to define different leave types and the corresponding leave allocaƟon and calculaƟon rules based on job
level and/or service seniority.

Allow to set up different leave advance & carryover rules for different leave types.

Allow to define different rounding methods.

Leave Version Mgmt Support version management for each leave type and the user can set or adjust the leave rules in each version.

Leave Requests & Approval Support online leave requests and approval flow.

Leaves Records Support managing the leave records and balance info online.

Leave Calendar Provide the leave calendar for the employees to view their own leave schedule and for the leaders to view the
leave schedules of their subordinates.

Leave Report Provide different leave reports that display the details and summaries of the leave info.

ShiŌ Scheduling Support to schedule the roster for month/quarter/year; support max 3 shiŌs of rotaƟon.

ShiŌ Rules Support to define the rotaƟon frequency, rotaƟon method and the rotaƟon staffs.

OverƟme Rules Support defining the overƟme rules while making the shiŌ scheduling.

Auto-generaƟng of the RotaƟon
Plan Able to generate the rotaƟon plan according to all the pre-set roster rules.

ShiŌ AƩendance Tracking Provide shiŌ aƩendance tracking report to analyse the employees’ aƩendance condiƟons according to the
rotaƟon plans and clock-in & clock-out records.

Work Calendar
Allow user-defined work calendars for different types of employees who work in different schedules. Each
calendar supports different rules including working hours, overƟme rules, flexible Ɵme allowance, absent
calculaƟon rules, overƟme compensaƟon rules etc.

AƩendance Info Import Support to import the aƩendance info from different clock-in & clock-out machines.

Personal AƩendance Info Allow the employee to view her own aƩendance records in the system.

ShiŌ Mgmt

Working Calendar & AƩendance Mgmt

PosiƟon Change

Leave Type &Rules
(Leave Engine)

Import & Export

Leave Mgmt

Employee Record

Recruitment Expense Tracking
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Allow the privileged user to search & view the aƩendance data of all employees.

Allow the privileged user to adjust the clock-in & clock-out Ɵme for special situaƟons.

AƩendance Report Provide aƩendance summary report to keep track of the employees’ aƩendance condiƟons, including the late
frequency, leave early frequency and leave request days etc.

Benefit Plans CreaƟon Allow to launch various kinds of benefit plans based on enterprise’s internal requirement ranging from the
health check-ups to insurances.

Benefit Plan ExecuƟon Support the planning and execuƟng of each benefit plan from defining the benefit type and effecƟve Ɵme,
esƟmaƟng cost, enroll ing employees, to recording related payment history.

Actual Pay-in& Pay-out Recording Support to record each employee or each group’s actual payment or receiving for a benefit plan.

Allow todefinedifferent skil l areas and skil ls in each area.

Allow to record each employee’s skil ls gained.

Allow auto increase in experience level for certain skil ls each year.

Provide rich search criteria to idenƟfy the employee with certain skil l levels.

Training Requests Employee can request for classroom training or self e-learning and submit the request for approval.

Training Arrangements Support batch arranging the trainings aŌer reviewing all the training requests.

Training Results Tracking Support recording and tracking different typesof training resultssuch as# of credit hours, grade and
cerƟficaƟon.

Training Expenses Allow to record the training expenses and linking the expenses with the related group and training acƟviƟes.

Link Training Results to
Performance

Allow to link the training results to performance appraisal as part of the KPI.

Seƫng Up ObjecƟves Support defining KPI goals and evaluaƟon criteria suitable for the posiƟon or individual.

Standardized Assessment
Templates

Allow to define the standardized appraisal template suitable for the group and/or posiƟon.

Top-down or 360° EvaluaƟon Allow to select top-down evaluaƟon or 360° evaluaƟon.

Real-Ɵme ObjecƟveMeasure Provide real-Ɵme objecƟve measurement info on performance results to aid performance appraisal.

SubjecƟveMeasure Allow the main appraiser to invite clients/partners/suppliers and managers to provide subjecƟve measurement
info.

Scoring Allow user-defined auto scoring methods for combining both objecƟve and subjecƟve measures to assist in
decision-making.

Complete Appraisal Flow
The system supports the enƟre process of the performance appraisal, including: raising the appraisal, seƫng
up the objecƟves/measurements & appraisal forms, approving the appraisal plans, starƟng the appraisal, final
confirmaƟon of the appraisal results.

Benefits Mgmt

Training Mgmt

Performance Mgmt

AƩendance Search & Adjustment

Skil ls Recording& Tracking
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Allow user-defined compensaƟon types such as wage, bonus, allowance and commission.

Allow to specify compensaƟon plans for employees.

Allow to specify different periodical or lump-sumwages, bonuses, allowances and commissions in each
compensaƟon plan.

Allow to specify pay currency andcyclein each compensaƟon plan.

Allow to specify payment method (e.g., payroll, expense report, check) in each compensaƟon item.

AutocalculaƟon of cash compensaƟon per annum.

Auto calculaƟon of percentage of increase per annum.

Provide auto compensaƟon esƟmaƟon calculator for HR staff to predict future amount of compensaƟon plan.

AutocalculaƟon of pay-outs in employee’s payroll based on the latest compensaƟon plan.

CompensaƟon Changes Tracking Allow to record details of the compensaƟon changes in the employee record, including the compensaƟon
change reason, effecƟve date etc.

Payroll CalculaƟon Sets for
Different JurisdicƟons

SupporƟndependentpayroll calculaƟon sets for each jurisdicƟon; evenwithin the same jurisdicƟon, different
calculaƟon sets with different payment cycles are supported according to the employment types.

Allowthe user to design mulƟple payroll calculaƟon formulasfor each payroll calculaƟon sets.

Auto retrieve the values of calculaƟon formula parameters for calculaƟons.

Support payroll calculaƟons for all employees according to the user-defined formulas.

Allow to export the payroll info to Excel.

Internal Info CommunicaƟon
The system provides the following funcƟons for beƩer internal communicaƟons: 1) dashboards with
outstanding worksthat need aƩenƟon, 2) document libraries for info sharing, 3) plaƞorms such as instant chat,
forums, announcement etc.

Personal Info Viewing Provide online plaƞorms for all the users to view their employment benefits, training arrangements, leave info,
interview schedules&assessments,performance appraisals, pay slips, personal profile and delegaƟon etc.

Request & Approval Support self-submission and approval of benefit enrolment requests, leave requests, trip requests, expense
requests, training requests, facil ity & equipment requests and other user-defined document flows.

Personalized Seƫngs Support user-defined personal menu with default shown modules, pages, shortcuts, languages etc.

CompensaƟon & Payroll Mgmt

Employee Self-service

AutomaƟc Payroll CalculaƟon

CompensaƟon Mgmt

User-definedPayrollFormulas&
CompuƟng Rules



    can provide best combination of standard products & redevelopment services for enterprise 

management and over 500 corporations in Asia are using our following modules on-premises or SaaS:

CRM : Corporate Client CRM and Consumer CRM

Service : Service Management

SRM : Supplier Management, e-Procurement and e-Tender

PPM : Project and Portfolio Management

New Way : Visual Agile and Lean

Timesheet : Resource Time and Cost Management

EDMS : Electronic Document  Management System

OA : Office Automation

HCM : Human Capital Management

All-in-one : Enterprise Full Automation
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